WSD Personnel

Section 13

SAP Business Intelligence Reporting

Bl Financial InfoCube

Washington State HRMS Business Intelligence (Bl)
Self-Paced Learning Materials
General Topics - Bl Financial InfoCube End Users/Power Users



HR Bl Financial InfoCube

The Bl Financial InfoCube section provides an overview of the Bl Financial InfoCube, including basic steps
for running the Bl Financial reports and applying user-defined settings to the reports.

Topics covered in this section include:

» Bl Financial InfoCube Overview

Bl Financial Reports Overview

Bl Financial Report Variables
Defining Bl Financial Report Variables

User-Defined Settings for Bl Financial Reports

Y WV VWV ¥V V¥V

Using the Goto Command

The Bl Financial InfoCube section is intended for Bl Financial InfoCube End Users
and Power Users.

It is recommended Bl Financial End Users and Power Users read all Bl Self-Paced
Learning Materials prior to reading the Bl Financial InfoCube section:
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http://www.dop.wa.gov/payroll/HRMS/Training/Pages/BusinessIntelligenceTraining.aspx

Hn Bl Financial InfoCube Overview

The Bl Financial InfoCube Overview section provides an overview of the Bl Financial InfoCube.

Topics covered in this section include:

> Bl Financial InfoCube Overview
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Bl Financial InfoCube Overview

The BI Financial InfoCube is populated with data received from HRMS and AFRS. The Bl Financial InfoCube

includes:

» Employee and Position level Payroll/Financial data.
¥ Employee Cost Distribution by Master Index, Appropriation Index, Program Index, and

Organization Index data.

The diagram below displays the reporting elements included in the Financial InfoCube (AFRS Payroll

Account - ZPY_C51):

Infocube: AFRS Payroll Accounting Data (ZPY C51)
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Bl Financial InfoCube Overview, cont...

The following illustration shows the Extract, Transformation, and Load (ETL) process of data from HRMS to
AFRS where the data is exploded. The exploded data is then transmitted to HRMS Bl into the Financial
InfoCube.

Employee & Position
Master Data
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HR Bl Financial Reports Overview

The Bl Financial Reports Overview section provides an overview of the Bl Financial Reports.

Topics covered in this section include:

Bl Financial Reports Overview

»  Accessing Bl Financial Reports from the HRMS Portal
» Selecting a Bl Financial Report
» Running a Bl Financial Report
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HR Bl Financial Reports Overview

Bl Financial reports are large and contain many rows and columns. These reports were designed to
provide users with flexible reporting options.

Users will have the ability to set User-Defined settings from the report results. User-Defined Settings
allow the user to add or remove Rows or Columns, set Filters, and Sort. These User-Defined Settings can
then be saved as a Bookmark in the user’s Favorites folder from their web browser. When the Bookmark
is run from the Web Browser, the report results will be displayed with all user-defined settings.

The three Bl Financial Reports included with the Bl Financial InfoCube are:

:
|

Report Name Report Description Category
Distribution of Payroll and Displays employer costs by employee and by AFRS Financials
Related Costs account distribution to the ‘sub sub object’ level

Gap #: 180 as entered on the position or employee record.

Old PAY1 report reference: M2390 -
Distribution of P/R & Related Cost

Report

Position Cost Displays employer costs, FTE’s, overtime hours, Financials
Gap #: 450 overtime amounts, and shift differential amounts

Old PAY1 report reference: M2480 - | o each position and class title within the agency.

Monthly Position Cost Report

Who Charged Displays employee data including what the Financials
Gap #: 901 employee was paid, basic employee data, ‘sub sub

Old PAY1 report reference: N/A - . 5 . . .
N object’, cost assignment information, etc.
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Hn Accessing Bl Financial Reports from the HRMS Portal

SD Personnel

Bl Financial reports are accessed from the HRMS Portal. Instructions for logging on to the HRMS Portal are
included in the Bl Self-Paced Learning Materials - Logging on to HRMS Portal section.

Yow Ppwm [ o

a et ~e e Faw

Welcome 1w Washington State’s Human Resowrcs Management System

HRMS PORTAL

The in % sncrw mygdeston o sowtdds avy = ‘

Got belp: DOFMMaDNIN wa v

For information on logging on to the HRMS Portal, reference the Bl Self-Paced Learning Materials from the HRMS
Support Website:

Continued...
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http://www.dop.wa.gov/payroll/HRMS/Training/Pages/BusinessIntelligenceTraining.aspx
http://www.dop.wa.gov/payroll/HRMS/Training/Pages/BusinessIntelligenceTraining.aspx

"n Accessing Bl Financial Reports from the HRMS Portal

The diagram below provides a sample of the screen displayed once the user has logged on to the HRMS
Portal:

Click on “Bl Reports” to

view categories ® Bl Reports  WEBGLI
Organization Management Perzonnel Adminiztration Time Management Payroll Financialz HRMW Performance Measurement
Position ! Personnel Master Listing
|1 | ’I 1 o o o

By def.ault., the I Detailed Navigation Variable Ent Click on the E1nanc1al§

Organization arlable tniry category to view the list of Bl

Management = Position | Perzonnel Master Llﬁtlrll F]nanc]al reports

category is = Position Statistics Report - Month Endin

selected and the = Position Roster Available Variants: J Save | Save As.. | Delete | Show Variable Personalization

Position-Personnel :

Master Listing is I Portal Favorites =, General Variables

displayed | Variable > Current Selection Dezcription

* MonthM"ear Range (Mandatory)
Organization Management Perzonnel Administration Times Management Payroll Financials HRM Performance Measuremsent
Once the Distribution of Payroll and Related Costs
Financials category IiJ-LI————____J,F______________________l
is sel.ected, the I Detailed Navigation Variable Entry
Detglleq p} Distribution of Payroll and Related |
Navigation pane « Monthly Posfion Cost Report |
will display the list « Who Charged Report - Summary Axvailable Variants: J Save || Save As... || Delete | Show Variable Personalization|
of Bl Financial ] :
reports to choose |I Portal Favorites I General Variables |
from. | Variable & Current Selection Desu:riptinr'
The Distribution of | *  Mumber of Pay Periods 1 1 |
Payroll and | Agency €= AFRS Agency |
Related Costs | Sub-Agency |
report is dlsplayed | Perzonnel Area - Select (Optional)
by default . o I
L Payroll Area - Selection (Optional} ,
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Selecting a Bl Financial Report

The example below uses the Distribution of Payroll and Related Costs report to show how to select a

report from the HRMS Portal.

To select the Distribution of
Payroll and Related Costs report:

1. Click the Financials category—.
link.

2. Click the report name link —
from the

Welcome Jane Doe

Bl Reports

WEBGUI

Distribution of Payroll and Related Costs
[4]¢] 4
Detailed Navigation

_’l Distribution of Payroll and Relatej

Financials

HRM Performance Measurement

1L.I’FriaEtI'.:rIe Entry

— — —

= Who Charged Report - Summary | Acvailable Wariants: J Save Sawve As... Dielete | Show Variable Peracnalizaaticr}
Detailed Navigation pane. Portal Favorites l\ General Vaniables |
N “Variable = Current Selection Descriptiy!n
_mrﬁeﬁf_Pay_PnﬁUE_______l s
Result: A variables N Appropriation / s
L . Orga Project P 7
selection box will appear to —r Crer // s
allow the user to enter 4]»] « /A
variables (selection criteria) Detaicd Navigation T variable entry ,///

/
= Distribution of Payroll and Related Costs

for the report: -
> 7 = HKonthly Position Cost Report
7~ / » Who Charged Report - Summary
7~
- /
) T T Tm I — ————— — ~
Ve Povtal Favorites @

{ Click here to scroll
| left/right in the Detailed
| Navigation pane

N

Click here to show /
hide the Detailed
Navigation pane

Available Variants:

General Variables

Wariable = Current Select
* Number of Pay Periods 1

Appropriation

Budget Unit

J Save | Save As.. | Delete | Shd

1
I
I
I
| |
| |
|| < |
l Detailed Havigation ]

Section 13: BI Financial InfoCube
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HR Running a Bl Financial Report

The example below uses the Distribution of

Payroll & Related Report to show how to run a [veresieentry
Bl Financial report. = o o
vailable Variants ave | | Save As.. || Delete | Show Vatable Persanalization
TO run a BI F]nanC]al Report: G'"'V':::::;“" Current Selection Description
- Number of Pay Periods 1 1
1. Enter variables. S =
Var‘iables With an aster‘isk are Personnel Area - Select (Optional) 1110 [} Dept of Personnel
. d f-ields Payroll Area - Selection (Optional) (]
req U] re . Project (]
fpsnay < AFRS Agency ()
o Sub-Agenc
! NOte: TO ensure VarlableS are Orgnn:nno:nl Unit - Selection (Optional) S
' valid, click the Check PROGRAM INDEX 7
. . Org Index -
button prior to running the report. e =
In Period (yyyypp) 200810 ("} 200810
For Period (yyyypp) [
Postion (Optional) ™y
. . HR as of date (mmidd/yyyy) [Key Date) 06/03/2008 ™) 06/03/2008
2. Click the OK button N e :

to run the report.

Bl Reports
Organcaton Bansgement | Persomnsl Adminsirafen | Time Nansgement | Payrol | Fmancials. | 59 Perfnmance Vessu=ment | Grevance Reporing | E-Recruiing
Distribution of Payroll and Related Costs
IO =
I Detaiied Kavigation DestribuBion of Payrodl and Related Costs
ﬁ o s A e
B e S s w1 wizonasan|| Sens || Prt Version | Bxpertto Excel | ©
= Meafily Posiion Cost Regort
. . * VWha Crarged Repor - Semesary
Result: Report results with selected * Coms
. Portal Favorites = * Key Fgures
variables. 1L =8
* Sencun == .
« Agency Bewnems Agsncy Sub-Agency s
* Sab-Ageacy 209 DEPARTVENT OF KFCRMATION SERVICES  DEPARTMENT OF RFCRATION SERVICY
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HR Bl Financial Report Variables

Fersonnel

The Bl Financial Report Variables section provides an overview of report Variables. Variables are report
selection criteria that allow the user to narrow report results to specific values (for example, display
results for a specific Agency only).
Topics covered in this section include:

> Bl Financial Report Variables
Selecting Multiple Variables

Deleting Variables

Personalizing Variables

YV VWV ¥V V¥V

Deleting Personalized Variables

Section 13: BI Financial InfoCube 12



HR Bl Financial Report Variables

rsonne

Variables are report selection criteria that allow the user to narrow report results to specific values. The
user may enter variables manually or click on the matchcode button to select a variable from a list.

Variables identified with an asterisk are required fields. The user may manually enter the

. variable, or click the matchcode
Variable Entry . .
button to bring up a list to choose from
Available Wariants: J Save || Save As... | Delete | Sshow Variable Peggonalization

General Variables
ariable = Current Selection De=cription

* Mumber of Pay Periods 1 1
Appropraton [J
Budget Unit Select values for Personnel Area (Z5_PADP 0033) =B \
Personnel Area - Select I:Dl:ltil:ll'lﬂ”- Show tool: |Single values j ?ﬁw view: ﬁ}\ j
Payroll Area - Selection (Optional) | ~ %~ ~ T T T T e~ se4 Use the “Search” feature to
Project Maximum 1000 Refresh \ | find a specific variable. Enter
Agency Il Persamnel Area Text S = : the variable value and click the
Sub-Agency | i | “Search” button. Use an
DFgEI’IiZE‘tiDI’IEl Unit - Selection (Dptll:ll'lilll : Airway Heights Corr Ctr Add b I aSteriSk (*) fOF WildCard
PROGRAM INDEX ' __| mericorp Star Vista wremve] ||| searches.

I Archaeology and Historic Pres I
Drg Index I ol Attorney General I Select values for Personnel Area (Z5_PAOP 0003)
Allocation Code I = BD of Industrial Appeals I Show tool: |Single values ﬂShnwview‘ Search ﬂ
) I ] Bingen Wex I PeS—
In Period (WWF'IJ} I Enter a value for I
FUr P‘Eriﬂd ( |II|II]' I Perzonnel Area: I Personnel Area: |Text ﬂ Search
| jJ Maximum [ 1000

Pozition (Opticnal) \ | 1

*  HRas of date (mmiddiyyyy) [Key Date)l\ Matchcode popup lis OR

ok || Check Click the desired variable from

the list
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Hn Selecting Multiple Variables

The example below uses the Distribution of Payroll and Related Costs report to show how to insert multiple
variables of the same type for a report.

To select multiple variables:

1. Click the matchcode button

2. At the selection screen, select the multiple values, click the “Add” button, and then click OK>.

Select values for In-Period (Z5_INPER 0003) =] E&3
Show tool: |Single values ﬂ Show view: Al ﬂ
o e—— Variable Entry
Waximum | 1000 Refresh (7] Available Variants: J Sa-.-5| Save As| Delet5|5h|:'-.‘.' \Variable Personalization
In-Period Key & ~rre Beserimtiom General Variables
kT ] = 200604 Wariable = Current Selection Description
J # _| = | 200605 *  Mumber of Pay Periods 1 1
Jl 20407 ] = 200808 Appropriation
— | = 200807 :
[ 200604 =| 200808 Budget Unit
l_ 200805 Personnel Area - Select (Optional) 1110; 1111; 3000; 4050
|— 200608 — Payroll Area - Selection (Optional)
[ zo0e07 —a
. A
B Zuﬁ Click the “Add” button to
I add the multiple setections Result: Multiple variables
] iszz:; 5 to_ the Selection pane and have been added.
| = click the OK button to return
Enter a value for .
n-Period: to the variable screen.
gﬂ Change Or: erjﬂ
v
m i I I
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Hn Deleting Variables

The example below uses the Distribution of Payroll and Related Costs report to shows two way to delete
a variable that was entered in error or to replace the current variable.

To delete a variable:

1. Highlight the text of the Variable and press “Delete” on the keyboard.

General Variables
Variable = Current Selection De=cription
* Number of Pay Pericdz q 1
Appropriation L .
Budget Uni Highlight Variable values and
. < press the Delete key on the
Perzonnel Area - Select (Optional) 1140: 1111 3000 4050 -
_ _ keyboard
Payroll Area - Selection (Optional) LT
Project
OR Result: Variables have
Select values for In-Period (Z5_INPER 0003) =B been deleted
Show tool: |Single values ﬂ Show view: |Al ﬂ Variable Entry
All Selections
Maximum 1000 Refresh - v
— Available Variants: J Save | SAVE AS... | DElEtEl show Variable Personaliz
. . Type Description
Click the matchcode and in the [ = 20080 I ——
[13 »

Se_leCt Valu_e b“OX’ selec”t the r = Variable = Current Selection De=c
variables, click “Remove” and [ = 200808 < Numberof Pay Periods 1 '
“OK” [ = 200807 —

|— = SR Appropriation
[ 200805 Budget Unit
J 200608 | N Remove | Perzonnel Area - Select (Optional)
| TNENT
m Cancel
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HR Personalizing Variables

Users have the ability to personalize variables from the HRMS Portal. Personalizing variables allows the
user to save the variable setting they have entered.

ﬂ Personalizing a variable for one report will personalize the same variable for all other reports if that variable is used.
== For example, in the illustration below the user is personalizing the Distribution of Payroll and Related Costs Personnel
Area variables for the report. Once the Personnel Area variables have been personalized, the same values will be
used for Personnel Area when the Position Cost or Who Charged reports. Once a variable is personalized, it is no

longer displayed on the variables screen. See Removing Personalized Variables for information on removing the
personalization of a variable.

Variable Entry

Available Variants: J Eﬂ'-.‘El SaveAs...l Delets

Show Variable Perzonalization
A

General Variables

. Fy
Variable = C Click here to access the

*  Number of Pay Periods 1| personalize variable options.
Appropriation
Budget Unit

Perzonnel Area - Select (Optional)
Payroll Area - Selection (Optionaly
Project
Agency
Sub-Agency
In Period (yywypp)
For Period (yyyypp)
Position (Optional}
* HR az of date (mmiddivyvyy) [Key Date]

oK | Check Continued...

Section 13: BI Financial InfoCube 16
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HR Personalizing Variables, cont..

The example below uses the Distribution of Payroll and Related Costs Report to show how to Personalize
the Agency Variable.

To Personalize the Personnel Area Variable:

1. Enter the Personnel Area | avaiabie variants: ~] [ave

ve | | Save As... | | Delete | Hide Yariable Perzonalization
Variable(s).
( ) General Variables
“ariable = Current Selection Dezcription
* Mumber of Pay Periods 1 1

2. Click the “Select” button | —

) Appropriation
for the variable.

|— Perzonnel Area - Select (Optional) 1110; 1114
Payroll Area - Selection (Optional)

In Period (yyyypp)
For Period (yyyypp)

(N8 N [ [

3. Select the “Add selected | —  Poston Optonal
variables to personalized | — =~ "R °fdate (mmiddin) ey Datel
variables list”. ngﬂ =[E]
L)
Personalized Variables |Add selected variables to personalized variables list|
Variable = Current Selection De=scription

[[] Show Perzonalized Variables

OK || Check |

Continued...
Section 13: BI Financial InfoCube 17



Hn Personalizing Variables, cont..

Available Variants: J Sa-.-e| Save As... | D5I5t5| Hide Variable Personalization

Result: The Personnel Area
personalization has been added

General Variables

Variable = Current Selection Dezcription
to the “Personalized Variables” __* Numberof Pay Periods 1 1
section __ Appropriation

Budget Unit
Payroll Area - Selection (Optional)
In Period (yyyypp)
For Period (yyyypp)
Po=ition (Cptional)
* HR as of date (mmiddfyyyy) [Key Date]

o |

[~ [a][£]

Personalized Variables

Once the Personnel Area

) . . . . Variable = Current Selection Dezcription
Var]able 1S peI’SOhallZGd, ]t W]ll = Personnel Area - Select (Optional) 1110 1111 Dept of Perzonnel; Information Services Div
no longer be dlsplayed as a [] Show Perzonalized Variables
variable option from the L ok] check] [variaste enry

Variables input screen.

[ One or more variables are perzonalized; click Show Variable Perzenalization link to dizplay them

You W'i ll See an “information I3 Available Variants: J Save | Save As... || Delete] Show Variable Perzonalization
. General Variables E
nOte tell] ng you that there are Variable = Current Selection Description
personalized variables. e 1 1
. " Budget Unit
Cl]Ck “ShOW Var]able Payroll Area - Selection (Optional)

In Period (yyyypp)

Personalization” to view any
variables that are personalized.

For Period (yyyypp)
Position (Optional)
HR as of date (mm/ddiyyyy) [Key Date]

0K || Check

Ry i

Section 13: BI Financial InfoCube Continued... 18



HR Deleting Personalized Variables

The example below uses the Distribution of Payroll and Related Costs Report to show how to remove the
Personalized Variable for Agency from the Position Cost Report Variable screen.

To remove the Personalized Variable for Agency:

1. Click the Show Variable | Variable Entry
Personalization button

tO dlsplay personal]zed @ One or more variables are perzonalized; click Show Variable Perzonalization link to dizplay them
variables.
Axailable Variants: J Save | Save As... | | Delete | Show Variable Personalization
2. Select the
‘ c General Variables
personalized . . -
1 “ariable = Current Selection De=cription
variable you want *  Number of Pay Periods 1 1
to remove. R iafion =
3. Click on the == %ﬂ
({3
Re.move selected Personalized Variables |Rem|:we selected variables from personalized variables Iist|
Var]ables from Wariable = Current Selection Dezcription
personalize |_ Personnel Area - Select (Optional) 1110: 1111 Dept of Personnel; Information Services Div
G < ” . .
var]ables l]St by I:l S CEIEE IR RS Available Variants: JM Save As... | | Delete | Hide Variable Personalization
QK Check General Variables
Variable & Current Selection Description

Result: The Personnel Area variable will appear.

Section 13: BI Financial InfoCube
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£l

Perzonnel Area - Select (Optional)

1110; 111

Dept of Personnel; Information Services Div

oot TEreTry

In Period (yyyypp)

Personalized Variables

Variable &

[[] Show Personalized Variables

0K || Check

E2EARENEY

Current Selection

LF

Dezcription

Continued...

19



HR Defining Bl Financial Report Variables

The Defining Bl Financial Report Variables section provides the basic steps for entering variables for Bl

Financial reports. Bl Financial reports require variable entry (selection criteria) prior to running the
reports.

Topics covered in this section include:
> Using the “HR as of date” Variable
> Defining Variables: Distribution of Payroll and Related Costs Report
> Defining Variables: Position Cost Report
> Defining Variables: Who Charged Report

Section 13: BI Financial InfoCube




Personnel

HR Using the “HR as of date” Variable

The “HR as of date” variable determines the “as of” date for certain employee attribute fields on the Financial
reports. The table below contains a list of employee attribute fields that are determined by the “HR as of Date”
and references the report(s) the fields are in:

Employee Attribute Field Distribution of Payroll Position Cost Who Charged
and Related Costs
Capacity Utilization Level X
Contract Type X X
Employee Group X
L- l Employee Status X
Employee Sub Group X
Job X
‘ Multi-fill X
| Organizational Unit X X X
Payroll Area X X
Personnel Area X X
Position X X X
Salary Unit Amount X
Seniority Date X

. ____________________________________________________________________________________________________________________________J
Other fields on the Financial reports are determined by the “In Period” or “For Period” variables, if entered by the user. If an In
Period or For Period variable is not entered, other fields will include all pay periods.

Section 13: BI Financial InfoCube 21



sresanner DEFINING Variables: Distribution of Payroll and Related Costs Report

Distribution of Payroll and Related Costs Report

To define the Distribution of Distribution of Payroll and Related Costs
Payroll and Related Cost report
variables:

Variable Entry

Available Variants: J Sa-.-5| Save As.. | D5I5t5| Show Variable Personalization

1. Enter a value for selected

General Variables

report variables or use the Variable & Current Selection Description
I * Number of Pay Pericds I 1 1
matchcode button to prs—
access the matchcode list P
. Personnel Area - Select (Optional)
to select the variables. Fayroll Area - Selection (Optional)
*Fields with an asterisk i [ T s \
gency s Letecases
are reqUired. Sub-Agency : s Gavas x| :
] - Organizational Unit - Selection (Optional) I Sree e e *‘;'; " |
In th]S eXample, PROCRAN INDEX I -] NPy = waznetws I
Number of Pay Org Index | [ S - ot |
Periods and HR as Albcation Code | = e |
of date are In Period (yyyypp} I N —) :
required fields S —— : =k |
Position (Optional) | " 5 |
) | ©  HRas ofdate (mmiddivyyy) [Key Date] | | | e H |
2. Click the OK 1, T : o — :
button. : |
Result: The Distribution of Payroll and Related Cost report \ Sample Matchcode Tist for Personnel Area . .
- N
results are displayed. ~————— —— -

Number of Pay Periods: Required to calculate FTEs in the report results
In Period: Represents the month/year the employee was paid in
For Period: Represents the month/year the employee was paid for

Section 13: BI Financial InfoCube 22



Defining Variables: Position Cost Report

Position Cost Report

To define the Position Cost report
variables:

Variable Entry

1.

Enter a value for selected
report variables or use the

Available Variants:

J Sﬂ-.-s| SﬂveAs...l lestslShcz‘.“fﬂriablsPsracnﬂlizﬂticn

General Variables

matchcode button to Variabie & Current Selection Descripton
c I *  Mumber of Pay Periods I 1 7

access the matchcode list per—

to select the variables. Budget Unit

*Fields with an asterisk

Perzonnel Area - Select (Optional)
Payroll Area - Selection (Optional)

are required. Proseet
Agency / : 20 el = \
Sub-Agency ‘ ':,. e el ‘ Sutociare l
Organizational Unit - Selection (Optional) I Umme %3 Satvuas | o= I
{ In this example, PROGRAM INDEX I S i e I
Number of Pay S : - e :
Periods and HR as e e | oo |
of da\.te are In Period (yyyypp) | = |
required fields For Period (yyyypa) I ¥ e} I
Po=ition (Optionaly I I
) | = HRas of date (mmiddiyyy) [Key Date] | : . :
RIS 5
2. Click the OK i — : e ; |
button. | p— —— I
o ’ | e e |
Result: The Position Cost report results are displayed. \ ainel 4 /
/

\\ Sample Matchcode list for Personnel Area

— e o —— —— —— — — — — — — — — — —

Number of Pay Periods:

Required to calculate FTEs in the report results

In Period: Represents the month/year the employee was paid in
For Period: Represents the month/year the employee was paid for

Section 13: BI Financial InfoCube
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Who Charged Report

To define the Who charged report
variables:

Defining Variables: Who Charged Report

Variable Entry

1.

Enter a value for selected
report variables or use the

Available Variants:

J Sﬂ-.-s| SﬂveAs...l lestslShcz‘.“fﬂriablsPsracnﬂlizﬂticn

General Variables

matchcode button to Variabie & Current Selection Descripton
c I *  Mumber of Pay Periods I 1 7

access the matchcode list per—

to select the variables. Budget Unit

*Fields with an asterisk

Perzonnel Area - Select (Optional)
Payroll Area - Selection (Optional)

are required. Proseet
Agency / : 20 el = \
Sub-Agency ‘ ':,. e el ‘ Sutociare l
Organizational Unit - Selection (Optional) I Umme %3 Satvuas | s I
{ In this example, PROGRAM INDEX I S i e I
Number of Pay S : - e :
Periods and HR as Alocation Code | Ve I
of da\.te are In Period (yyyypp) | = |
required fields For Period (yyyypa) I ¥ e} I
Po=ition (Optionaly I I
) | = HRas of date (mmiddiyyy) [Key Date] | : . :
AN &
2. Click the OK i — : e ; |
button. | p— —— I
. I ot I
Result: The Who Charged report results are displayed. \ ainel 4 /
/

\\ Sample Matchcode list for Personnel Area

— e o —— —— —— — — — — — — — — — —

Number of Pay Periods:

Required to calculate FTEs in the report results

In Period: Represents the month/year the employee was paid in
For Period: Represents the month/year the employee was paid for

Section 13: BI Financial InfoCube

24



HR User-Defined Settings for Bl Financial Reports

The User-Defined Settings for Bl Financial Reports section provides an overview of options available to
users once they have run a Bl Financial report from the HRMS Portal.

User-Defined Settings allow the user to add or remove Rows or Columns, set Filters, and Sort. These
User-Defined Settings can then be saved as a Bookmark in the user’s Favorites folder from their web
browser. When the Bookmark is run from the Web Browser, the report results will be displayed with all
user-defined settings.

Topics covered in this section include:
Remove Drilldown

Drilldown in the Rows/Columns
Free Characteristics

Keep Filter Value

Select Filter Value

Sorting

Y WV V ¥V V V¥V

Bookmark (saving User-Defined settings)
y- 4

Bl Financial reports are large and contain many rows and columns.
These reports were designed to provide users with flexible
reporting options. Users have the ability to add/remove rows or
columns, filter report results, sort report results and save their
user-defined settings as Bookmarks for future use.
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Remove Drilldown

Bl Financial reports were designed to provide the
user with flexible reporting options. Initial
report results are large and contain many rows
and columns (Characteristics and Key Figures).
By using the Remove Drilldown option, users
have the ability to remove Characteristics from
the rows or columns of the report results.

The example uses the Distribution of Payroll and
Related Costs report to show how to remove the
AFRS Task Characteristic from the report results.

To remove the AFRS Program Index from
the Report Results:

1. Right click on the AFRS Program Index
characteristic.

2. . Select “Change Drilldown >Remove
Drilldown.

You can also Drag&Drop the characteristic from the report results to
the Free Characteristics section to remove it from the report results.

Section 13: BI Financial InfoCube

AFRS Program Index =
2009102/0/ Back

Fo0a/1020¢ Goto
Filter

I Change Drilldown

Breadcast and Export 3

2008111/0

Project = Sub-
2009/102/0¢Mot azsigned
2009/102/0¢Mot az=igned

Org Index =

200910210
2008102/0

FNNAM NN At assinned

3
3
3
L8 DOrill Down By

Properties 4
Calculations and Tranzlations »
Documents g

Sort AFRS Program Index r
20091 11/0/1300 2009111/04Not az=igned 20091 11/0/Not az=igned 2000,

* Columns

* Key Figures
¥ Rows

= Biennium

v Agency

= Sub-Agency

= UGN T Lo g T UL

* Free characteristics

« Activity
* AFRS Task k(

Continued...
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Hn Remove Drilldown, cont..

Result: The AFRS Program Index Characteristic has been removed from the report results.

Master Index = Appropriation Index & Orgfindex = Project &
20059/102/0Not as=igned 20091 02/0/570 20081 021005400 20051 02/0/Not assigned
20059111/0/Not az=igned 20051 1/04501 200f111/0/Not az=igned 200511 1/0/Not az=igned
AFRS Program Index s Orglindex = Project = Appropriation ifdex % Org Index - Project -
zunm@um 000 2008/102/0/5400 2009/102/0/N 2009/102/0/70 20094102/0/5400 2009/102/0/M
S00%/102/0/52000 200B/102/0/5400 0090200 2009/11 1408501 200541 11/0/Mot as=igned 20091110/
Report Results Before AFRS Program Index drilldown is removed Report Results After AFRS Task Drilldown is removed

If necessary, click any column header and select Back to Start from the Context Menu to return the report results to the original state.
See the Bl Self-Paced Learning Materials - Report Context Menu for more information on Back to Start.
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Drilldown in the Rows/ Columns

Bl Financial reports were designed to provide the user with rtonof Pyt and i Coste
Location of the

flexible reporting options. The Drilldown option of the report Navigation Block

= Key Figures

~ Rows

results allow the user to add Characteristics to the report

+ Agency jennium % Agency &

= Sub-Agency 08 2009102
reSUltS. * Organizational Unit

= Fund

= Master Index

= Appropriation Index

The example below uses the Distribution of Payroll and Related © s o e

= Org Index

Costs report to show how to use Drilldown in the Rows.

* Project Phase
= Allocation Code

20094111

= Current Document Num
= Pay Period End Date

* In-Period

= For-Period

= Employee

= Position

To drilldown in the Rows of the report results: " s

* AFRS Task
= Appropriation
= Appropriation Charac

1, From the report results, click a characteristic in the
Navigation block. w"“‘
— + Conuaci Teo:
2. From the Context Menu, select “Change Drilldown” > e
) . | Back 4
“Drilldown By” > “Vertical” | Apmronrd o b
Fitter 4
= Appropriz Change Drildown » |:|.n'|| Down By N Horizontal
* Branch 5 adeast and Export ¥ Swap AFRS Taskwith  » | ‘ertical
* Budgst Ul gave view Remove Drildown
* Business Swap Axes
® CityTowr properties 4
* Contract’ Calculations and Translations #
* CostCenl Documents 4
= County Sort AFRS Task 4
Continued...
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Drilldown in the Rows/Columns,

Cont...

Result: The AFRS Task Characteristic is added to the rows of the report results.

Organizational Unit =
AB

Fund & Master Index = Appropriation Inde

2009/300  2009/102/0/Not az=igned  2009/102/0/570

2009/415  2009/111/0/Not a==igned  2009/111/0/501

20
20
20
20
20
20

S Program Index =
10200051000
10252000
1020453000
1020055000
1020055000
1110001 100

2008/111/041300

Rl 111/041 400

Fund & Master Index = Appropriation Index =
2009/300 200%102/0/Not assigned  2009/1102/0/570

2005/415  2009%/111/0/Not as=igned  2008/111/0/501

Report Results Before Drilldown in Rows for AFRS Task

Section 13: BI Financial InfoCube

AFRS Task &

20091 0/102/0/500/10/Not assigned!
20091 0/102/0/500/20/Not assigned!
20091 0/102/0/500/30/Not assigned!
20091 0/102/0/500/50/Not assigned!
20091 0/102/0/500/80/Not assigned!
Resutt

20091 0/111/01 04101 0/Not assigned/

Report Results After Drilldown in Rows for AFRS Task

Continued...

AFRS Program Index =
20091 02/0451 000
20091 02/0/52000
20091 02/0/53000
20091 02/0/55000
2009 02/0/53000

2009/111/041100

29




‘ersonnel

Drilldown in the Rows/Columns, cont..

The example below uses the Distribution of Payroll and Related Costs report to show how to use

Drilldown in the Columns.
To drilldown in the Columns of the report
results:

1. From the report results, click the
Navigation block icon of the report
results to expand the field options.

Click the “Change Drilldown” -=>”Drill
Down By” = “Horizontal” for AFRS Task
to add the Characteristic to the Columns
of the report results.

= Activity
= AFRS Tas™

* Free characteristics

3
Goto 3

T wWap
Budget Ul cape view Remove Drilldown
= Busziness Swap Axes
= CitylTewr properties 3
® Contract” Calculations and Translations
= Cost Cenl Documents L4
= County Sort AFRS Task »

= Division
= Function

= Major Group
= Major Source

2008/418  2008/111/0/Not assig
AB

2009/415  2009/111/0/Not assig

Result: The AFRS Task Characteristic has been added to the columns of the report results.

Fosition = 5 g
TOO004337 0447 0.210 340.33
TO004337 0447 0.120 337.70
TO004337 0447 0.100 27018
TOO004337 0447 0.020 67 54

Report Results Before Drilldown in Columns for AFRS Task

Section 13: BI Financial InfoCube

AFRS Task  2008M0M102/0/500/1 0/Mot a=signed!

Positin &

2008101 02/0/500/20Not a==igned!

T0004337

Q447

0.210

Report Resu

lts After Drilldown in Columns for AFRS Task

If necessary, click any column header and select Back to Start from
the Context Menu to return the report results to the original state.

See the

more information on Back to Start.

Bl Self-Paced Learning Materials - Report Context Menu for
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Free Characteristics

Bl Financial reports were designed to provide the user with flexible reporting options. Free Characteristics
are optional Characteristics that are not displayed in the report
results when it is initially run. Users have the option of adding Free Characteristics

to the report results at run time.

The example below uses the Distribution of Payroll and Related Costs report to show how to add

Free Characteristics to the report results.

To add a Free Characteristic to report
results:

1. From the report results, right click
the characteristic in the Free
Characteristics that you want to add
to the results.

2. Select “Change Drilldown” = “Drill
Down By” - “Vertical” to add the
characteristics to the Rows

3. Select “Change Drilldown” - “Drill
Down By” - “Horizontal” to add the
characteristic to the Columns.

Section 13: BI Financial InfoCube

* Free characteriztics

= Activity
= AFRS Tazk
= Appropriation
= Appropriation Back g
= Appropriation g
* Branch :
= Budget Unit Drill Down By L8| Horizontal
. Business are 0 '3‘.35 and txpo ¥ Swap Appropriation with * || Vertical
. Save View Remave Drilldown
" Chvfrown Swap Axez
= Contract Tym Properties N
S els Calculationz and Tranzlaticnz #
" County Documents b
* Division Sort Appropriation 3
* Function
* Major Group
Continued...
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Drilldown in the Rows/Columns,

Cont...

Result: The AFRS Task Characteristic is added to the rows of the report results.

Organizational Unit =
AB

Fund & Master Index = Appropriation Inde

2009/300  2009/102/0/Not az=igned  2009/102/0/570

2009/415  2009/111/0/Not a==igned  2009/111/0/501

20
20
20
20
20
20

S Program Index =
10200051000
10252000
1020453000
1020055000
1020055000
1110001 100

2008/111/041300

Rl 111/041 400

Fund & Master Index = Appropriation Index =
2009/300 200%102/0/Not assigned  2009/1102/0/570

2005/415  2009%/111/0/Not as=igned  2008/111/0/501

Report Results Before Drilldown in Rows for AFRS Task

Section 13: BI Financial InfoCube

AFRS Task &

20091 0/102/0/500/10/Not assigned!
20091 0/102/0/500/20/Not assigned!
20091 0/102/0/500/30/Not assigned!
20091 0/102/0/500/50/Not assigned!
20091 0/102/0/500/80/Not assigned!
Resutt

20091 0/111/01 04101 0/Not assigned/

Report Results After Drilldown in Rows for AFRS Task

Continued...

AFRS Program Index =
20091 02/0451 000
20091 02/0/52000
20091 02/0/53000
20091 02/0/55000
2009 02/0/53000

2009/111/041100
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Keep Filter Value

Bl Financial reports were designed to provide the user with flexible reporting options. The Keep Filter
Value context menu item allows the user to view report results for a specific value. For example, the user
may want to view report results for a specific Organizational Unit only.

The example below uses the Distribution of Payroll and Related Costs report to show how to use the Keep
Filter Value option to filter report results to include only those records where the Organizational Unit is

“AA”
.

To use Keep Filter Value:

1. From the report results, click the “AA”

value in the Organizational Unit
column to open the Context Menu.

2. Select Keep Filter Value.

Organizational Unit s Fund & Master Index = Appropr
AB 20097300 2009/102/0/Mot as=igned 2009110
A 0015 008/111/0/Not assigned 2008011

Filter ¥ | Keep Fiter Value

rmgown feep Fiterfialus on Axis
Broadcaszt and Export Fitter and Ofill Down By  #

Section 13: BI Financial InfoCube

Save View Select Fitte] Value
Propetics I3
Calculations and Translations #
Documents 4
Sort Organizational Unit +

Continued...
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Hﬂ Keep Filter Value, cont..

Report shows values for all Organizational Unit, but the
To remove the “Filter Value”:

Organizational Unit column is not in the report results.

Organizational Ur™

Back b Biennium® Agencys Sub-Agefcy S Hund Master Index =
= Payroll Area N 2009 2008102 20081030 4008/300  2009/102/0/Not assigned
* Perzonnel Ared - .
Fitter A | Select Filter Value
S AT DT & Remove Filte :
* Section Broadcast and Export b Variable Screen
0 4009/415  2009/111/0/Not assigned

* Sub Activity Save View | 20091111 2008111

= Sub
. sy Right click Organizational Unit and

* Sul select “Filter” = “Remove Filter Value”.

* Sub—orooesr oo =
» Unit Sort Organizational Unit 4
|
) T
!
‘\ = Month of Service / \ Biennium® Agency ® Sub-Agencyfs Organizational Unit® fund Master Index & Appropriation Index &  AFRS Program Index &
\ AmMET ————— 4 = e 2009 2009102 2008/102/0 AB 008/300  2009/102/0/MNot assigned  2009102/0/370 2009/102/0/51000
2009M102/0/52000
|' Organizational Unit k 2009/102/0/53000
\ H
\ \" Payrollidrea W _J 2009/102/0/55000
\ 200911 02/0/58000
\ = Personnel Area 2008111 20081110 AA 008/415  2009/111/0/Not assigned  2009/111/0/501 2009111401100
\ = Program
) .
\ = Section
\ = Sub Activity 2009/111/0/1300
\ = Sub-Object
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HR Select Filter Value
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Bl Financial reports were designed to provide the user with flexible reporting options. The Select Filter Value
context menu item allows the user to select a filter value from a list of filter options.

The example below uses the Distribution of Payroll and Related Costs report to show how to use Select Filter
Value to filter on a specific
Organizational Unit

Bienniurm = Agency s Sub-Agency = Urgan"’"B“"";"'""“ Eramd & ""‘: rndex = A
To use Select Filter Value: 2008 2008/102  2008102/0 AB ﬁﬂni Lrluzvum:lt assigned 2
1. From the report results, click the
Organlzatlonal Un]t COlumn header' Select values for Organizational Unit (OEMPLOYEE_ 0ORGUNIT)
2‘ CliCk SeleCt Filter value from the 2009 Show tool: |Single values ﬂShuwview: All ﬂ
Context Menu. A Selections
Maximum | 1000 Refresh (]
3. From the Select Value screen, check Organizational Unit Text & s bEri
AB. 7 | = e
Y
4. Click Add and OK. ﬁ e
Result: Report results for Organizational Unit AB j = B
only are displayed. " e
Biennium s Agency = Sub-Agency | Organizational Units |Fund & Master Index = Approprigtion Index =  AFRS Program Index &
2009 2009/102  2009/102/0 A 2009/300 2009/102/0/Not az=igned  2009/102/0/370 2008/102/0/51000 2[~] change order [=] =]
20091 02/0/52000
20091 02/0/53000 cancel|
2009/102/0/55000 —
20081 02/0/58000
2009/111  2008/111/0 A 2009/415  2009/111/0/Not assigned  2009/111/0/501 2009/111/0/2100
Continued...
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HR Select Filter Value, cont..

The Select Filter Value option can also be set through the Navigation Block. The example below uses
the Distribution of Payroll and Related Costs report to show how to use the Select Filter Value from the
Navigation Block.

Sub-Agency &  Organizstinnal lnit 2 Fund 2 Ma=ter [ndex & Appropriation Index &

Back b
2009/ 02/0 AB - " 02/0/Mot azzigned 200941 02/0:/970
=10

To set or remove a filter from the report

Select Filter Walue

results: T Change ormdoven | Remove Fitter Value
| : Broadcast and Export ¥ ariable Screen
" 1. From the report results, click Save View
the characteristic that you want to | zoesr110 AB L erties , 111/0/Not assigned  2009/111/0/501
remove the filter from. Calculations and Tranglations
Documents L
Sort Organizational Unit b

2. Select “Filter” = “Remove Filter

Value”.

Continued...
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HR Select Filter Value, cont..

Biennium s Agency s Sub-Agency S| Organizational Units Fund 5 Master Index = Appropriation Index 5 AFRS Program Index &
20059 2008102 200910200 AB 005300 2008M02/0/Not as=signed 20091 02/0/570 20051 02/0051000
20051 0200052000
20051 0200053000
20081 0240055000
200511 0200052000
2008111 2008M111/0 Al 005415 200811 11/0/Not as=signed 2009011 1/00501 2005111101100

20081 11/00M1:300

Result: Report results for all Organizational Units are displayed.

Continued...
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HR Select Filter Value, cont..

The Select Filter Value option can also —
. Staff v _" o e , State Higher State Commiszioned
be used to add or remove Key Figures Back n. Exempt® FEducation. Special? State Patrol .
from the report results. - J A Evompt ° | AE Officers
Keep Fitter Value AG
The example below uses the mﬁlpm " Keep Fiter Value on Axi .
Distribution of Payroll and Related Costs Save View ——
report to show how to use the Select Remove Filter Value
Filter Value option to remove selected z”:"el”fs N : Variable Screen
= dlcuiations an ranziations
Key Figures from the report results. Documents .
! Sort [
'/TO ‘remove a Key Figure: | Seloct wstues tor Koy Figures (DIOSEZZY GOBZDIPABNLGIFTV)
Seow feul  Snge vates :]?«on vew !';‘11
1. From the report results, click on - —— cor
Koy Fgueen Tedd 5 |&)
any Key Figure heading v e Deswten =
i ::nvorln - m'Ts::e
= GF-SWee
:fmm) e Feasan Getens
Periad - :"m
2. Click the “Filter” - “Select Filer sy I
Value* = IS
Classma : -
3. Select the Key Figures that you DO == =
24 B ) 88
NOT what displayed in your results ravec - O
‘ . eyt = Vencee
and click Remove and OK. —2 = &
BT C;'rmln'-: ’( Vet Az
i v~
il A ” g
‘Eilveo!!‘.v —~ ;‘;wm;
water ‘ = i e | | : .
= e Continued...
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Select Filter Value, cont..

Staff Monthe =  State Buy-Out .  Terminal TOTAL o
Classified . AS T leave v GROSSPAY ™
Salaries ~ AT
Al

5 ¥
0.210 540.33 540.33
0.120 337.70 337.70
0.100 27016 27018
0.020 67.54 67.54
0.030 135.08 135.08
0.500 4 859.50
0.500 2,543.00
0.500 2,125.00 2125.00
0.500 5,897 .83
0.500 3,750.00

Retirement ..
BB -

22988

0ASl . Medicare . Medical Aid & Health TOTAL . TOTAL=
BA ¥ BH ¥ Industrial Insurance = Insurance = BEMEFTS ™
BC BO
5 5 5 -] 3 3
33.15 778 455 141.35 220.00 76033
20072 4.24 2.85 88.33 137.49 47519
16.58 3.88 225 FO.70 110.02 38018
415 0.97 0.57 17 68 2751 95.05
8.28 1.54 1.14 35.35 54.99 190.07
300.39 T0.25 14.53 353.50 1,037.57  S5507.07
157.66 35.87 14,93 353.50 71885 3,261.85
130.66 30.56 1423 353.50 65921 278421
36363 85.04 13.42 353.50 117713 7,075
231.41 5412 13.88 353.50 88279 463279

Result: Selected Key Figures only are displayed in the report results.

Section 13: BI Financial InfoCube

If necessary, click any column header and select Back to Start from
the Context Menu to return the report results to the original state.
See the Bl Self-Paced Learning Materials - Report Context Menu for
more information on Back to Start.
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Sorting

Bl Financial reports were designed to provide the
user with flexible reporting options. Bl Financial

. Biennium s Emploves Cap.Utiization Lvl>  Agency =
Reports allow the user to Sort data using the Back N
2009 100.00 2008111
Context Menu. Goto b
] Fiter , 100.00 2008111
Py ° Change Drilldown 4 100.00 2009111
The example below uses the Position Cost report | Broadcast and Export , 100,00 I
to show how to sort the Employee Characteristic Save View 100,00 008111
by Name rather than Key. 100.00 2009111
Properties 4
] . . 100.00 2009111
. Calculationz and Tranzlationz F
To Sort the report results by Job Name: . 10000 2008/102
Sort Employee ' Ascending by Text
c ¢ e v De=zcending by Text
1. In the report results, click on any item in siscending by Key (internal)
the Employee results to open the Context Descending by Key (Internal)
Menu.
2. Select Sort Employee = Ascending by Text.
Biennium=| Employee Cap.Utiization Lvl= Agencys Sub-Agency =
Results are sorted by the Emp[oyees 2009 30000134 Aardvark. David A. 100.00 2008M11 200811140
last name in Ascending order 30000135  Appletree, Susie Q. 100.00 2009M111  2009/111/0
30000136 Austrailia, Robert 100.00 2008111 200811140
30000137 Buffalo, Cody 100.00 2008111 200811140
30000138 Crabapple, Tanya 100.00 2009M41  2009/111/0
30000139 Donte, Peter 100.00 2009M11 20091110

Section 13: BI Financial InfoCube

Continued...
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Bookmark

The Bookmark context menu item allows the user to save their user-defined report result settings once
they have added/removed rows or columns, applied filters, sorted columns or defined any other settings.
Bookmarked report results retain the variable values used to run the report.

In the example below, the Distribution of Payroll and Related Costs report was run with user-defined

settings.

To create a Bookmark to
save report result settings
for future use:

1/ From the report results,
click on any item in the
table to open the Context
Menu.

2. Select “Broadcast and
Export” 2> “Bookmark”.

3. ABookmark link is
established and the “Add
Favorites” box is
displayed. Click OK.

Section 13: BI Financial InfoCube

Distribution of Payroll and Related Costs

Display As Tatble

ﬂ Infurmatil:ln| Send| Print\.-’er.'siun| Export to Exoel| CI:IITImBI'ItS|

~ Columnsz
= Key Figures
* Rows
= Biennium
= Agency
= Sub-Agency
= Organizational Unit
= Fund

* Master Index

Fund 5

2008/300

Organizational Unit &

30000453 AB

Save View Broadcast to Portal
= Appropriation Index Broadcast to Printer
* AFRS Program Index Properties ¥ Exportto CSV SLIE
= Org Index Calculations and Tranzlations W
= Project Documents

[@ Bookmark "BOOKMARK=D3FLT1237IUAQSOF1PZODSH2" saved

Dizplay As Tatble

ﬂ Infurmatinn| Send| Print Wersion | Export to Excel E‘.ummentsl

* Columnz - —

* Key Figures Add Favorite
* Hows

Intemet Explorer will add this page to your Favorites list.

= Biennium H Lll

* Agency 2 [ ] Make available offline

= Sub-Agency

* Organizational Unit Mame: | BEx Web - Distribution of Payroll and Related Costs

* Fund

Continued...
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Bookmark, cont..

To run the User-Defined Who Charged Report - Summary bookmarked re

port:

Fawvorites Tools Help

1.. Select the Bookmarked report from the

Favorites folder.

Distribution of Payroll and Related Costs

Display As |Table ﬂ Infurmatiun| Send| Print Wersion || Export to Excel | Comments

* Columnz

= Key Figures
* Rows

= Biennium Biennium =

2005

Fund = Master |

20057300 200810

Organizational Unit =

30000453 AB

Sub-Agency =
2005/M102/0

Agency =

= Agency 2008102

= Sub-Agency

Add to Favorites. ..

Organize Favorites...

I Links
@ Access Washington
Q'Ll BID MetWeaver Portal
&) BIP Netweaver Portal
&] BIQ Netweaver Portal
@ BPQ Enterprise Portal 6.0 non-sso
&] BW-BI Expert Orline
& Citrix
CEV - SAP Enterprise Portal 6.0
2] BEx Web - Distribution of Payroll and Related Costs

= Organizational Unit
* Fund

LU UL o LU0

2008102053000

defined settings.

Result: The User-Defined Bookmarked report results are run in the Web Browser with the user’s

To change the variables of your Bookmarked report, select the o o] >]
“Filter” option from the far right in the report. Select the “Variable
Screen” and enter your new variables and click OK. gt Sacess ) sioan iz eSO
Ganersl Varubles
e § Distribution of Payvell and Nelsted Coets Variatle 5 Currmnt Selncion Devorston
ﬂr;."—r M Dophey At (o o mioresns | Zers! Sumt verses | fapot b Taca | Corwverta | Hurrtar of Fay Serods ' |
T Lpgrapreton 3
0AS| . Medicare . icaIA'u:I & sy . v AFRS Progra PRdpnine a
BA hd BH hod ndustrial Inzuranl . - Amcatee Coo Peraarnsl Ares - Select (Jptosal 1110 {7 Deplof Perscene
BC Famtan A ) "."""4“‘" ¥ Pencd (yyyyos! 200810 3 08010
::'.'" : :“ : ::;‘ Tor Parod (yyyype) ]
i P e i g
5 g = s -‘ :‘b;"a’; SR as of sane (rervddlyyyy) [Key Date) PESa000s 3 teos0:
33.15 7.76 _txse ! Varabe Scees I'I!-um »l'«-_.mm\ _OF j| preck L:"I

Section 13: BI Financial InfoCube
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Bookmark, cont..

To remove the User-Defined
Distribution of Payroll and Related
Costs Bookmark from the Favorites
folder:

1. From the Web Browser’s
Favorites list,
select the Bookmarked report.

2. Right mouse-click the
Bookmark to be
removed.

3. Select Delete.

Result: The User-Defined Bookmarked
Distribution of Payroll and Related
Costs has been removed.

Section 13: BI Financial InfoCube

Favorites Tools  Help

Add to Favorites...

Organize Favaorites. ..

[ Links

@ Access Washington

.il BID MetWeaver Portal

&] BIP Netweaver Portal

.il BIQ MetWeaver Portal

@ BPO Enterprise Portal 6.0 non-sso
#&] BW-BI Expert Online

&] citrix

i ghl DEV - SAP Enterprise Portal 6.0

Open
Print

| BEx Web - Distribution of Payroll and Related Costs

Make available offine

Send To 4

Cut
Copy

Create Shaortout

Delete

Rename

Sort by Mame
Properties
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HR Using the Goto Command

/S0 Personnel

The Using the Goto Command section provides an overview of the Goto command functionality and
includes a list of Bl Financial reports with Goto sub reports.

Topics covered in this section include:

> Using the Goto Command

Section 13: BI Financial InfoCube 44



HR Using the Goto Command
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Bl Financial reports were designed to provide the user with flexible reporting options. Bl Financial Reports
contain sub reports that are accessible from the main report results. The Goto Command allows the user to
access sub reports from the context menu.

The example below uses the Distribution of Payroll and Related Costs report to show how to use the Goto
command to run a sub
report. »| Ordered by Emploves
Fitter * | Selected Org Unit ordered by Employes

335 Change Drilldown b Zelected Emploves

To use the Goto command:

. . ggg Broadcast and Export ’ 100.00 70081842 0416

; !:rom the repor-t regults, click any item apg Save View o 100.00 0005857 | 0354

in the reslults (g\ this exal\mkp)le, the 174 Personalize Web Application > 100,00 oo | e
personnet numper was ClICK).

200 b oerties , 100.00 70005943 0360

Click Goto = Ordered by Employees 458 (Calculations and Translations » 100.00 70005830 0043

289 Documents » 100.00 70005840 0063

200 Sort Employee ’ 100.00 70005947 0371

Result: The “Ordered by Employee” sub report results are displayed.

Distribution of Payroll and Related Costs - Ordered by Emplo
Display As Table ﬂ Infurmatiunl Sendl Print Version | Export to Excel | Comments
* Columnz
= Key Figures
* Rows
= Biennium
« Employee Biennium= Employes = Cap.Utiization Lvl= Positions Agency = Sub-Agency = Organizational UntS  Fund &
* Position 2009 20000125  Doe, JaneP. 100.00 70005948 2009111 2008/111/0 AA 2009415

Continued...
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HR Using the Goto Command, cont..

The table below contains a list of Bl Financial Reports that provide Goto sub reports.

Report Name Goto Report

Distribution of Payroll and » Ordered by Employee

Related Costs Report » Selected Org Unit Ordered by Employee
ZZPY_C51_Q180 » Selected Employee

Position Cost Report » Employees Charged to Position

ZZPY_C51_Q450

Who Charged Report » Who Charged Report Detail for selected Organization Index
ZZPY_C51_Q901 » Who Charged Report Detail
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